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Sample Letter to Suppliers/Contractors regarding 
Policy on Acceptance of Advantages by School Managers/Staff

(Date)
Dear Sir/Madam,

Policy on Acceptance of Advantages by School Managers/Staff

I am pleased to inform you that our School has a clear policy on the solicitation and acceptance of advantages by Managers/staff in their official dealings.
It is a must that we have to maintain a team of clean and honest School Managers/staff at all times.  Therefore, it is our policy that no Managers/staff shall solicit or accept gifts, money or any other form of advantages in their course of duty respectively without the special permission of the [Management Committee/Incorporated Management Committee or approving authority, as appropriate].
All our Managers/staff are committed to this policy and are fully aware that any breach of the policy will result in disciplinary action.  Where the situation warrants, the case will even be reported to the Independent Commission Against Corruption for further action.
[bookmark: _GoBack]As a major stakeholder, we earnestly request your support to our commitment of managing our School in a fair and just way.  Should any member of our Managers/staff approach you for an advantage, please let me know immediately. 
Thank you for your cooperation.
Yours sincerely,

Head of School
